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Instructions to Interviewers 



This booklet contains interview questions, evaluation standards, and documentation areas for the 
Library of Congress. This Interview evaluates candidates* job-relevant competencies by presenting 
them with a series of standard questions. The following is an overview of the interview process; a 
detailed script Is provided on page 7. 

Before You Begin 

Before you begin this Interview, you should: 

• review the application materials, including resume and application profile, and be ready to 
ask questions about the candidate's past jobs and experiences; 

• note any jobs or experiences on which you are unclear or would like additional information; 

• review the competency descriptions, questions, and evaluation standards in the Interview 
guide; 

• be ready to observe and take detailed notes during the interview about what a candidate 
says and does; 

• select a chairperson other than the Selecting Official; and 

• make assignments about conducting portions of the interview. 

Documenting the Interview 

Take notes on the candidate's responses to inten^lew questions* Your notes should: 

• be legible; 

• record what was actually sakl; 

• record specific behaviors described or exhibited by the candidate; 

• include relevant details; 

• use descriptive and concrete tenns; 

• avoid evaluative terms; 

• not be concerned with correct spelling; and 

• NOT 8E REVEALBD TO CANDIDATE. 



At the end of the Interview, you should: 

• review and sort your notes by competency; 

• consider the relative importance of your notes based on how relevant it Is to the competency 
and how recently the behavior was exhibited; 

• . review the evaluation standards for each competency; 

• independently rate each competency by deciding the best match between the rating scale 
and your notes/observations (see Inten/iew Rating Summary Sheet, last page); arid 

• record comments in the space provided on candidate's overall strengths and weaknesses. 

After rating each competency independently, you should: 

• discuss your ratings In a facilitated rating session; and 

• make final, independent ratings on the Interview Rating Summary Sheet. 

The final score will be computed by the HR Specialist In the Final Interview Rating Form Booklet 
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Script for Structured Interviews 

(Sample script in lyold) 



Purpose of Structured Interview : The structured Interview is Intended to verily the applicants' training 
and experience and to identify the best qualified applicants. Using standard procedures and questions 
developed in advance of the vacancy posting and asked of all applicants, the intennew will verify some of 
the experience self-ratings provided by applicants in tiie automated process. 

Preparation and Materials ; The Human Resources (HR) Specialist will ensure that application materials 
are given to the Interview panel prior to the interviewing process. S/he will respond to any questions tiie 
panel may have prior to tiie inten/lew. The panel should have prepared itself by reviewing tiiese materials, 
and also reviewing tfie questions, contemplating possible probes, and benchmaric rating criteria. Each 
panel member should have a set of application materials for each applicant and a Sti^ctured Interview 
Guide to take notes and score applicants on each KSAO. The HR Specialist will compute tiie final 
Interview score in tiie Final Interview Rating Fonn Booklet The HR Specialist will also be responsible for 
completing tiie KSAO Zero Rating Discussion Fomn. Finally, ttie panel should agree on who will ask vrfiich 
questions and in what order. Once decided, this should be tiie standard pracHoe used for each applicant 

Setting : The HR Specialist ensures tiiat tiie Inten/lew room is set up appropriately for tiie interviews. 

Spokesperson and Members : When an applicant arrives for Interview, tiie spokesperson will greet tiie 
applicant introduce himself/herself, and ask tije panel members to do likewise. S/he should greet tiie 
applicants with a cordial tone by adding statements such as "We are pleased you could be with us 
today,' or "We appreciate your sharing your thoughts with us." After introductions, offer ttie applicant a 
comfortable seat The spokesperson may read aloud the sections in bold. 

Purpose: The purpose of this interview is to offer you an opportunity to demonstrate your ability In 
several Knowledges, Skills, Abilities, and Other characteristics directly related to this position. The 
interview method provides reliable and valid measures of your abilities in the speci^c areas we will 
address, and serves to amplify your experience as you reported It already In the application 
process. It will be used to help us gauge your ability to perform successfully in this position. 

Seheduie ; During the course of the interview, we will be asking all applicants a uniform set of job- 
related questions. These will follow a predetemiined order and panel membeis will rotate asking 
you questions. 

Interview Procedures : Panel membeis will be observing you and taking notes, which they will use 
In evaluating your answers. All applicants' responses will be rated using a predetermined set of 
valid, job-re!<rted criteria. There are no right or wrong answers. Rather, the amount of credit 
awarded each applicant will be determined by the degree of connection between the answer given 
and a uniform standard of relevance. 

Beginning the Interview : The spokesperson should say: Now it's time to begin the interview. Do you 
have any questions for me about anything I've covered? If so, answer questions only pertaining to ttie 
procedures covered. The spokesperson says: Some of the panel members may be asking you follow- 
up questions to clarify or amplify an answer to ensure their complete understanding of your 
response. There are (say the number of questions) questions. The entire interview should last 
approximately one hour. The spokespersori should call on the first Inten/iewer and each succeeding 
Interviewer in tiie agreed upon order to ensure unifomiity. The first Interviewer should begin the sti^ictured 
interview by saying sometiiing like: I have the first question . . . 
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Interview Questions 
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KSAO #1: Prior B^^^^^^^^ Experience / Ability to Convey Legal Concepts In the 

The ability to read, understand/and apply English at a level sufficient to convey legal concepts. 



'^^^^^^mt^^^ 



Question la: 



Sample Probe 
Questions: 



Describe any experience and/or education that make you a good candidate for the 
Foreign Law Specialist rSoanish) oosffion ' ^ canaiaaie Tor the 



> Describe your previous and cun-ent experience related to this job 

^ t?^fe j^l,!"*"' ^P^^'^^^^ ^^^^' ^^""^^tto" and knowledge, and expertise related 

^ Il?fIlu!?J!!" ®^^'"?? ^°"!: ''""■®"* knowledge and skills related to this job? Do 
you feel that you need to further build vm ,r t nni«iaH«« ««^ -wH-r. ^^° ^ "° 



Question lb: 



further build your knowledge and skills? 
EnS"'"^ ^°" ^''^'"^*^ ^°"'' ^^^^ *° "^^"^ ^""^ understand legal concepts 



rn 



Sample Probe > Pescnbe the wortc experiences you have had that support your evaluation 

-abllity?^^v|i^^^^,.j.aj^ 



:r 






Question: 



> How did you acquire this 
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/^<fe^/^ >a. / 
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•/<i,^ A 




^ 1/^ 










A ^^ 




'^^ Jly*„ J 



i-/>/}>, 



Case 1:05-cv-01 921 -PLF Document 39-36 Filed 03/07/2008 Page 9 of 21 

Ubrary of Congress structured Mervim Guide 



KSAO m : P*;^Backg™^„d and Experience / Ability to Convey Le^, Concepts in the 

After completing the Interview, use the standards below to de^rmtt^o f^g a^^-^n-'-^^^ ra««n f«. in- 
competency, "^'ww lu < — w « .e aj^p, opi loie rating for inis 




Outstanding 



-5- 



Fully 



Unacceptabie 



-1- 



Has extensive experience beyond the requirements of the Job and grade 
{e.g., extensive experience in perfomiing research and analysis In the 
Sfn^l^l ^^ Of SpanlshJ»ortuguese language jurisdictionsrSas had 
o^S^h r/"^ ^^f ^?"'* ^^ requirements of the job and grade, either 
on-the-job orfomial classroom instruction. Has extensive and in-deoth 
knowledge, skills, and abilities required by the position ShoS 
genuine, strong enthusiasm for important aspects of the job. Willlnalv 

Snf Jif ? ^^•^- ^^"^^ ^'^^'^'^"^^ *^^'"'"S' volunteered for speS ' 
projects) to upgrade skills and knowledge related to the lob Has 

l^wmv*'^'^®"? '^^^^^ ^"9''®^ '" « »®93' environment iirfiere 
and ft S?^' ""^Prehending English were executed with'fluency 




nol?!?"®"°® ^f^'^ for the job and grade (e.g.. some experience In 
^^^^J^^^'""^ ^"^ ^^^^^ *" *® area of thT laws of 

iSnS2.n u J ■?"? ^'^?®' ®'*''®'" o"-the-job or formal classroom 
?h!iS "" -"^^ knowledge, skills, and abilities required by the position 
Showed enjoyment for Important aspects of the job. Showed interest in 

SLSIL ■ r' ■' °' ''"°*'"^P '^'^"^ '"> ^^ J°t.- "a^ some erplffenc^ , 



I nnf mS ^ ^'^ requirements for the Job or grade, training does 

.Sk^?/13S'''^®"*'.^*': *^® j°*' ''' 9^^^®' Has limited knowledge, 
! stalls, and abilities required by the position. Did not show an enjoymen 

for important aspects of the job. Expressed little or no IntereS in 

upgrading skills or knowledge related to the job. Experience and training 

in law were in a language other than English. ^ 
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KSAO #2: Ability to Communicate In Writing in Providing Foreign Legal Services 

The ability to produce written legal products such as r^nnrt* mamnra«^« i ■ • . 

and legal bibliographies on Issuls of fore^n laJI^! ^ ' ^^^omnda, law journal articles and notes. 



Question 2: 

Sample Probe 
Questions: 



Siflnglsr' "'"^''"* '"^^ '°'""^^"*' ^^P^^' '' ^^^' ^^ y°" have had to 

What type of research did you do in writing the document, report etc ? 
What steps did you take to ensure its accuracy? 

Did you rely on others to assist you in this process? If so, in what wavs did vou 
receive assistance and how did you use it? ^ ^ 

How was the written document, report, etc. receded? 



> 
> 
> 







»-.* 



L 
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^l >-7^/><L 



^^l Js>7n^ L. 
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KSAO #2: Ability to Communicate in Writing in Providing Foreign Legal 



compSr^ *^' ''"'''^''''' "'" ^^ ^*'"^^^^^ ^'^'^ to detennlne 



the appropriate rating for this 



Outstending 



Fully 
Acceptable 



-3- 



Unacceptable 



-1- 



Has Written original and comprehensive material in Enalish dP^rriWn^ 
mwlerately complex topics In the area of the pSffiS^lffin S S 



th? !!S" ^^'fS^ "'"*'"® "'^*®"^' '" Ensfeh related to the area of 
SfSLJ* "Jw^S most aspects of the wo* produrt^Sdino 



fhf H^wf" ®*m"^^'?' '"^*®"^' ^ « Simple nature related to ihe area of 
colleague. Took mtnimal steps to ensure accuracy of maieriaT 



* - i 
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a'^Sr^^nSrSt^Sr """ ™'*"^"« ^^ = ^--^^ °f 'n^^ns, govemmen, agendas, 



Question 3; 

Sample Probe 
Questions; 



> What was the sftuation? 

> VVhat was your role In the groupfteam? • 

> Describe the group/team membere 







— • — 7T r^ ~" 








X'W 



0>6K, <P/4/v/, 
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KSAO #3: Ability to Meet and Effectively Deal with Ofh«rc ■ r> ... 

Services ^ ^' *'*" "*'^®'« '" Providing Foreign Legal 

^^'rS""^^^"^ *^® '"*®'^'^^' "se the standards be'o- *o --^i«'n. *■ 

competency. ''^ ^'°" ^° "«iermine tne appropriate rating for tills 



Outstanding 



Fully 
Acceptabfe 



-3 



Unacceptable 



-i- 



coordinated an<^orinc?m?raL1Sf^^^^ ""^"^ ^^'^^'^^ (e.g.. 

to provide anaiysesT^^S fsruesTG^nSi'^'^"'"'^^"^^^ 
membere who varied In ems ofS it °"?^^^"'."'?® comprised of 
base, goals, peTBpeS^lsTrllkZSTT?' *'^'"'"9' knowledge . 
differences ^onVmemlUre fJ^^^^^^ discover similarities and 

together: Used othere' K to «r^^^S ^^'^ 9™"P^eam woric better 



help groupfteaft worit well toaettisr sLSSSJIT ^™'' !" o^er to 
ac»ompM gra^Vteam goaTvS nf^Sf .f^^f .1^°" ^ 
oompromrae based on othere' sugga 
wnen wortong throgh OHerirtg ophS 



experience, (raining, kncXfae ^ S. .""^'J? '*™« "* *•"• 
working wflh the graSa?? te^iSl U'^'^f '*™'' ^<=- AvoWed 

Took actions that «Ste trauSiS™ to „T^5^'^? ''"*"«• 
not accomplish goals Wm SIS, T„ ^ "°^ *°" "^'^er, or 
maintain cS, vie^ taZoSt* .L^X^"^""* "^^ 
aslnferior.Dldno.showfleybw'ai'v^S ^"S."*""" '''^ 
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KSAO «: Abmt. to Develop end Ha,„.a,„ Lega, CoUeCone 



hfe/v/eiv Gtf/tfe 



an assigned area of 




Question 4: 



Sample Probe 
Questions: 



-Snce^XlCSr " "^"^ '"«*«'«« '•eve.op^am and 

> What was your rofe? 

> What were the scafft anw «- 

youperibm, „ devBfop,ng and matening fte ,^,^^, 
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KSAO #4: AbfHfy to Develop and Maintain Legal Collections. 

comS'""' *'" '"*'^'"' "^^ ''' ""'^'^^^ ^'ow to determine 



1 

the appropriate rating for tliis 



Outstanding 



-5- 



FuHy 
Acceptable 



Unacceptable 



-1- 



and bibliographfes for ^ZtiJ'^^?^,^''^''^^^ publications 
RecommenKl aiuisltSn of neiS'mL °^ '^^5' ^"«^'°ns). 
catalogs and ^^^^^r^^,^^^''^^.^'''^^''''^^^ 
independently re^lS and inielrf .T' . ""*^? consideration. 



teSrSieSl?n%Tt^^^^^^^ ^ ' -^^«v-'y routine 

and methods forlaw Tbra^ Slterf^^ '""'^^ *^^"'^"«® 

from an assigned J JriSK^ *'*' '"^ ^9™"9 '""ject headings 



collectiorB^toir^; ^S^^ '" *« .^"^ »' catalogs and 



17 



Case 1:05-cv-01 921 -PLF Document 39-36 Filed 03/07/2008 Page.16of21 



? * 

t 



Library of Congress Strucfu/^d Interview 



Guide ■' 



KSAO #5: Kj,cw.e^c. Of an. Competency In tt« Laws 



Jurisdictions. 



»SoSr^^^^^^ 



of Spanlshff»ortuguese Language 



me context of the U S leaal Smf^"!"®'! '^"^"^S® i"^^^^^^ in orderto 

assistance on legal questions, problems, and £l """"^ ""^ *° P^^"^® ^^finitlve adviS and 



Question 5: 

Sample Probe 
Questions; 



^5 * , ^''^■^"■'^~^"*^'^ 

you haJSp^S^St teST"*^"^' tenguagejurisdlcaons that 




>^/- ^?S«^ 



^ /^'vyAi^ 
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KSAO *.: Know... ., ,„, ,^^ ^ ^^ ^ ^^ ^^^^^ ^^^^^^^ ^^^^^^ 

^^^e^ .he ,^„, .e .e .a„.a.s ^., .„ ^^ ^ ,^^^ ^^ ^^ 



Guide 



Outstanding 



Fully 
Acceptable 



-3- 



Unseceptable 



-1 



SpanfehyPortuluesI law sS^S?^^^^^^^ graduated from a 

practice (aw In one ^ Sse iunSb^^^^^^^^ ^ ^^iflcate tl 

analysis, and Interpretation If S?x '^?sUf w^^^^^ "^^ ''^^^^ 
frameworic. Routinely annST • !, !? *'^'^'" ^ U.S. legal 
Spanlsh/PortugueseTanL^^^ ^^nowledge o 

of legislative and legTSSirrfSf f i^'' ^^^^'"9 a w^^^ 

knowledge base critlSt SnSlvLS^-'''°^ "^^ ^^"^^^^ 
questions, problems, ^d^^'^'t^^''^, and assistance on 

» « ? "^"''^ langua ge juS^on/ *^^ *° *^^ '^«« of 



analyzed legal IssL IS^SilXSn^'^"^ ^9- researched and 
Has starida^ inte^^tlng Sedrf hf« '^v^"?"^^^ Jurisdictions) 

advice and asslstan^n^eS V^L'lfr **" P'"'*^?'"^ ^°"^^ 
tews of Spanish/Portuguese laSal^nriS- \?"^ '^®^®® ^^^^^ ^ *he 
frameworic • '^"9"a3e junsdrctions within a U.S. legal 



providing advice or assistant on inSnir'*®''"^*® ""' inaccurate for 
Issues related to laS of s?anfeh?p T'^*'"^ questions, problems, or 
wfthm a U.S. legal frameworff ' ^'^^^"9"^^^ '^"^"^S® jurisdlcttons 



:> -^v^' '* 
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KSAO m: Ability to Communicate O.lfy In Providing Foreign Legal Services 

c'L%:^J^cJS^^^^^^^^ co-worKe.. supeMso.. manage, and 

audience and nature of the lnfomi2S>™S°^"^^^^^^^^^ ?^°"Ps effectively, taking' Into acSStlSf 
and responds appropriately. ' ^®® "^®^' ''"" «>nv.nc!ng oral presentations, listens to othere 



■ 



Question 6: 

Sample Probe 
Questions: 



o'lr aT^allssuf ^ '" "''^ ^°" ^^'^ ^ °'-' P-entation to an Individual or group 

> ;^rint"s^^^^^^ 

> HOW (ild you respond to any objections or opposfOon ..Ised by the audlen^ or 









fYJly, 



l^ 



^fi^ly fhv^yi^ 



I'iji^ n^ 



/?^t<?^i^ 



l-^ Ui 



i/p-'-y- 



/y\ /-JL Cr^h^i^vu^i/0} /f^ fi*^'y<r 



'A^Z- Ch^. 



B^h/> 
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KSAO #6: Ability to Communicate Orally In Providing Foreign Legal Services 



After completing the Interview, use the standards below to detemiine the appropriate rating for this 
conipetency. 




Outstanding 



-S- 



Made fomial presentations on legal topics. Communicated and 
explained legal issues cleariy and adapted to the audience's level of 
knowledge using examples and slowing down presentation when 
necessary. Thoughts were extremely well-organized. Used preparation, 
facts, and persuasion to sway audience In favor of message/position. 




Fulfy 
Acceptable 



-3 



Presented a relatively routine legal issue to public, staff or co-workers, 
and senior managers. Ensured material was well organized, fully 
explained, and appropriate. Attempted to adapt communication style 
according to needs of audience. Thoughts were falriy well organized. 
Ustened to others and responded appropriately. 




Unacceptable 



Communicated basic ideas or infonnation to public or co-workers. 
Failed to change communication style or medium to accommodate the 
needs of different audience/group members. Had difficulty 
communicating Infonnation to groups. Used presentation/persuasive 
style inappropriate to audience. Became flustered and frustrated by 
questions or opposition. 
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Script for Co„,,u.„„g^^^ 

(^^<V>le script In tc^ "'^ 
= *<"«»litwtevelKenMSZ^?''*'W«*wyournotMteh. 



- £.- -s_=pp.*^ . L zr:" " " '" '^' ^^^^^ - - - - 



(Record the candidate's r*»<»n«« ** ""'^^^f when (sflie) fe 

answer was "No I w™,w f^'f "®® *"' tf'e Inteivrev/ RaK«« o 

WeB«f««* ^'"P'® '=o"cludfng script 

we prefer to contact iefo««<»« ^ 

your Work experfencelotf?h ®® ®^^^^^ 



Sample 

Conduding 
Script 



We ««„t to thank you for comlnc ..^ . ^"^"'^ '"'^"''^w GuWe 1 

notHyfnn vou u/t*h «... ""' 'doming and tntemt^^,! «"'ue.j 






«er. fte ca^ate feaves «„fe„ . "''"«'««"• -"Clon b ™,... 
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Guide 



mtennewer on a KSAO. the ^nSf hiI ' ^°"' '"^^'^S®- ^ an appS^Sp?!^^ Specialist who will 
selection process. All InteMeweS mnS?®'"'' '^^^'- ^^ appta shou!?.^ ^ ^ ^f™ '^«"9 fi^"" any 
must be documented on fliSo zTn p^?!'^ °" ^ '^^^slon to disq JalS^ X^^ t.^J"^^'^ ^"^ 'n the 
Fom, Bpoklet Foliowing fte SfS!S°''""^^'°" f^°"" '" ^ HR S^ecfaSs^ *^! dfequaiiffcafen 
for each competency in me spa«1^Slr .?^®?"' y°" ^^°^^ ''ndependehflv Sf ® '^^P^' '"*®™ew Rating 






Jons of 



Laws of Spanish 



^- ^^^"'^^^^^^■'^^^^^^^ 



Legai 



Panel Member (pA/nfrtame): 
^ fewer Signature: 



'ennlsslon given to contact references 



^H^^f¥ 
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